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Foreword and Acknowledgement 


The federal government is committed to providing leadership in a manner that is sensitive and responsive 
to the needs and concerns of a diverse mosaic of Canadian people, and to ensuring a fair and representative 
work force in organizations under its jurisdiction. 


Despite efforts to the contrary, certain segments of the Canadian population continue to face employment 
disadvantages, and therefore economic inequality. These segments comprise women, persons with disabilities, 
aboriginal peoples, and members of visible minority groups. 


An organized and analytical approach is required to identify and eliminate systemic disadvantages in 
employment, and to ensure that these under-represented groups participate equitably in employment and 
career advancement opportunities, consistent with their abilities, qualifications and aspirations. 


To give direction to this strategy, the Treasury Board has prepared this publication, Employment Equity 
for Crown Corporations: Policy and Reference Guide. Part I outlines Treasury Board policy and program 
reporting requirements for Crown corporations, while Part II provides information on the four stages that 
are essential to effective program development and implementation. 


Employment Equity is not an add-on employment principle but rather an essential part of human resources 
management. It makes good business sense to eliminate systemic disadvantages in employment. Implemen- 
tation of Employment Equity will: improve the organization’s overall human resources management through 
analysis of its current work force and employment systems; widen employment and career development 
opportunities for under-utilized groups in the organization’s work force; and improve labour productivity 
by more clearly identifying and effectively using designated group skills and potential. 


The success of Employment Equity requires a strong commitment from all of us; however, it also promises 
a real reward — a work force representative of the social composition of our society, sharing equitably 
in its economic wealth. 


In closing, I would like to acknowledge the invaluable assistance of many people who have contributed 
to the development of this document. I am most grateful for the assistance of members of designated 
groups and representatives of Crown corporations for their comments, suggestions and recommendations 
on the many topics related to the implementation of Employment Equity in Crown corporations. I also 
extend my appreciation to those representatives of Employment and Immigration Canada, Statistics Canada, 
the Canadian Human Rights Commission and Secretary of State, who shared with us their experience 


and expertise in the area of Employment Equity. 


Robert R. de Cotret 
President of the Treasury Board 
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Part I 


Treasury Board Policy on 
Employment Equity for Crown Corporations 


Purpose 


This policy provides direction to Crown corporations in the implementation of Employment Equity. 


Background 


24 


Ded 


23 


The Government of Canada’s experience within the federal Public Service demonstrates that 
Employment Equity can be achieved most effectively by means of a comprehensive, systems- 
based and results-oriented approach. Through the Affirmative Action Program, measures have 
been introduced in the federal Public Service which have sought to redress and prevent demon- 
strated attitudinal and systemic disadvantages experienced by women, persons with disabilities, 
aboriginal peoples and members of visible minority groups in the areas of access to and advance- 
ment within federal employment. As a result, the representation and participation of these groups 
has steadily increased. 


On March 8, 1985, the federal government announced the implementation of Employment Equity 
in Crown corporations for women, persons with disabilities, aboriginal peoples and members 
of visible minority groups. The Treasury Board was given responsibility for the development of 
policy and guidelines, and the coordination of program implementation in Crown corporations. 


The Employment Equity Program responds to the recommendations of the Report of the Abella 
Commission on Equality in Employment, tabled in Parliament in November 1984, regarding 
employment barriers which designated groups face and the elimination of these barriers in an 
effective, efficient and equitable manner. 


Policy Statement 


ay 


one 


The Government of Canada is fully committed to Employment Equity for all Canadians, regardless 
of race, national or ethnic origin, colour, religion, sex, age or disability. It is fully supportive 
of the creation and maintenance of a vital economic climate in which the work force is represen- 
tative of, and responsive to, all Canadians. It believes that the skills and qualifications of women, 
persons with disabilities, aboriginal peoples and members of visible minority groups continue 
to be under-utilized in employment as a result of attitudinal and systemic barriers. These partic- 
ular segments of the Canadian population do not share equitably in its economic wealth. The 
under-utilization of these human resources affects the efficiency of the Canadian economy. Efforts 
for improved economic conditions should, therefore, include the elimination of inequities in 
employment for designated groups. 


It is the policy of the federal government that Crown corporations undertake Employment Equity 
for designated groups — that is, for women, persons with disabilities, aboriginal peoples and 
members of visible minority groups. To ensure fairness and a representative work force, special 
measures must be planned and implemented by Crown corporations within a reasonable period 
of time to enable designated groups to participate equitably in employment and career advancement 
opportunities, consistent with their abilities, qualifications and aspirations. 


3.5 


To foster an organizational climate within Crown corporations that is responsive to the reasonable 
accommodation of differences and requirements of employees, the Employment Equity Program 
will have as its principal objectives: 


3.3.1 the achievement and maintenance of a work force in Crown corporations in which women, 
persons with disabilities, aboriginal peoples and members of visible minority groups are 
equitably represented, taking into account such factors as the work force availability and 
the evolving social and economic situation of these groups, as well as the corporation’s 
operational objectives; 


3.3.2 the identification and removal of systemic barriers in employment systems, policies, 
procedures and practices which have an adverse effect on the employment or career 
progression of designated groups; and 


3.3.3 the implementation of special measures to correct the effects of employment disadvantages 
and promote the work force participation of designated groups. 


Definitions 


4.1 


4.2 


4.3 


4.4 


4.5 


4.6 


Employment Equity — “Employment Equity” means employment practices designed to eliminate 
and prevent disadvantages in employment for designated groups through such mechanisms as 
special measures which redress these disadvantages, and to provide, in a meaningful way, equitable 
opportunities in employment. The Charter of Rights and Freedoms permits any law, program, 
or activity that has as its object the amelioration of conditions of disadvantaged individuals or 
groups. 


Designated Groups — For the purposes of implementing Employment Equity, “designated groups” 
means those who are at an employment disadvantage characterized by a pattern of higher 
unemployment rates, lower employment population ratios, limited occupational ranges, limited 
career progression or lower earnings compared to the rest of the work force population. 
“Designated groups” refers to women, persons with disabilities, aboriginal peoples and members 
of visible minority groups. 


Persons with Disabilities — Persons with disabilities include those persons who, for the purposes 
of employment, consider themselves, or believe that a potential employer would likely consider 
them, disadvantaged by reason of any persistent physical, mental, psychiatric, learning or sensory 
impairment. 


Aboriginal Peoples — Aboriginal peoples are persons in Canada who identify themselves to be 
Status Indian, Non-Status Indian, Inuit or Métis. 


Members of Visible Minority Groups — Members of visible minority groups are persons who 
are, because of their race or colour, in a visible minority in Canada. 


Additional definitions relevant to program administration are included in Part II. 


Application 
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=e) 


5.4 


This policy applies to all parent Crown corporations and their wholly-owned subsidiaries. This 
includes those Crown corporations listed in Schedules A, B, and C of the Financial Administra- 
tion Act and those exempted from Part XII of the Act pursuant to subsection 96(1) thereof. 


For the purposes of the Employment Equity Program, Crown corporations with 100 or more 
employees at any point in time in the reference year will be subject to all requirements of this 
policy. The calculation of the total number of employees will include those within the parent 
Crown corporation plus employees from all wholly-owned subsidiaries. 


All other Crown corporations are exempt from the comprehensive analysis and action planning 
requirements of this policy. They are required, nevertheless, to implement Employment Equity, 
and to report annually on the representation of designated groups within their organization. They 
are also required to report on any activities carried out for the purpose of ensuring that the principle 
of Employment Equity is respected. 


Crown corporations subject to the Public Service Staff Relations Act, Schedule 1, Part 1, are 
included in the Public Service Affirmative Action Program and so are exempt from the analytical, 
action planning and program reporting requirements of this policy. Those with 100 or more 
employees, however, will be required, as federally-regulated businesses under the Canada Labour 
Code, to comply with the data reporting requirements of Bill C-62, an Act Respecting Employment 
Equity, and Regulations. 


Responsibilities 


6.1 


6.2 


Crown Corporations 


Crown corporations are responsible for: 


e analyzing the proportional representation, distribution and participation of designated groups 
in the organization’s work force to identify areas of under-utilization; 


e analyzing employment systems to identify any adverse impact on designated groups; 


e developing, implementing and monitoring action plans, including quantitative and 
non-quantitative objectives, time frames and accountability centres for the purpose of 
improving the representation of designated groups and removing barriers to employment 
equity; and 


e reporting annually, beginning in 1987, to the Treasury Board on the implementation of 
Employment Equity through the submission of action plans. Beginning in 1988, action plan 
reporting will include a progress report on the previous year’s activities. 


Treasury Board 


The Treasury Board is responsible for: 


e establishing and amending, as required, policy and guidelines for effective implementation 


of Employment Equity in Crown corporations; 


° providing technical advice and assistance to Crown corporations in the analysis, development 
and implementation of results-oriented Employment Equity strategies; 


® monitoring the implementation of the Employment Equity Program in Crown corporations; 


° transmitting to Employment and Immigration Canada information provided by Crown 
corporations in accordance with reporting requirements of Bill C-62, an Act Respecting 
Employment Equity; and 


e reviewing and approving, beginning in 1987, Employment Equity action plans submitted by 
Crown corporations. 


6.3 Employment and Immigration Canada 


Employment and Immigration Canada is responsible for administering Bill C-62, an Act Respecting 
Employment Equity and Regulations pertaining to the implementation of Employment Equity 
in federally-regulated businesses under the Canada Labour Code with at least 100 employees. 
Businesses with 100 or more employees tendering for federal government contracts for goods 
and services valued at $200,000 or more will also be assessed by Employment and Immigration 
Canada in terms of their compliance with federal criteria for implementation of Employment 
Equity. 


Program Reporting Requirements 


For administrative purposes, Crown corporations subject to this policy and to Bill C-62, an Act 
Respecting Employment Equity, will report on program implementation directly through the appropriate 
Minister to the President of the Treasury Board. The Treasury Board will then forward the required 
information to Employment and Immigration Canada in accordance with Regulations adopted pursuant 
to Bill C-62, an Act Respecting Employment Equity. 


Crown corporations are required to provide three kinds of information to the Treasury Board Secretariat 
for program assessment purposes: action plans, information on work force and employment systems 
analyses, and progress reports. Identified below are reporting requirements for each of these areas. 


7.1 Action Plans 


7.1.1 Action plans will be developed annually to cover a three-year period. Beginning in 1987, 
on or before June 1, Crown corporations are required to submit these plans, through the 
appropriate Minister, to the President of the Treasury Board. Action plans shall be based 
on the calendar year — that is, from January to December inclusive. 


7.1.2 A results-oriented and measurable action plan shall be developed referring to each of the 
four designated groups, and containing measures based on the conclusions drawn from 
work force and employment systems analyses. 


Objectives shall be expressed in quantitative and non-quantitative terms, as applicable, 
for each year of the three year period, and be accompanied by a description of specific 
activities, completion dates and monitoring mechanisms. Long-range objectives may be 
adjusted as the organization approaches projected implementation dates. 


Corporations shall outline the responsibilities of line managers in program implementation. 


Detailed instructions for completing the action plan will be provided by Treasury Board. 


Quantitative Objectives 


Quantitative objectives do not imply rigid arbitrarily-assigned quotas. They shall be 
viewed as management tools which are flexible, responsive to the evolving situation 
of the organization and designated groups, and indicators of progress in achieving 
Employment Equity. 


Quantitative objectives shall be expressed in numerical and percentage terms and shall 
be accompanied by the criteria considered in their development. 


Non-quantitative Objectives 


Non-quantitative objectives shall be used to facilitate the attainment of numerical 
objectives. They may include a variety of special measures to correct employment systems 
(such as implementing a developmental program or providing language training in the 
other official language), and may apply to one or more of the designated groups. 


7.2 Work Force and Employment Systems Analyses 


Crown corporations are required to submit the following additional information, along with their 
first action plans, no later than June 1, 1987. 


WPA 


Work Force Analysis 


Work force analysis provides a comprehensive profile of the employment situation of 
designated groups in comparison to that of non-designated groups. Its purpose is to 
determine whether there is under-representation of designated groups, to assess the causes 
in employment systems for this under-representation, and to establish a baseline from which 
to plan and measure improvements. 


Organizations are required to undertake analysis of: 


(1) 


(2) 


(3) 


(4) 


the employment characteristics of the Crown corporation employees at a specific date, 
to obtain snapshot demographic and employment information on current employees 
and data on positions by occupational categories; 


designated group availability estimates within the Crown corporation, their industrial 
groups and in the external work force in general, where feasible; 


the current representation and distribution of designated groups in the Crown 
corporation in comparison to their internal and external work force availability, to 
assess whether they are proportionately represented within the corporation; and 


trends and developments in the employment characteristics and distribution of 
designated groups in the Crown corporation over time, to determine the causes of 
identified under-representation or barriers to equitable employment. 


fie 


For Treasury Board purposes, Crown corporations shall submit a summary of their work 
force profile, comparative studies conducted, and conclusions drawn, along with their initial 
action plans, for each of the four designated groups. 


As part of the summary of the work force profile, Crown corporations will be required 
to complete a set of tables. 


Data reporting requirements for work force analysis are published under separate cover. 


7.2.2 Information on Employment Systems Analysis 


Crown corporations shall undertake employment systems analysis to identify and measure 
the impact of employment policies, practices, and procedures which may serve to exclude 
or disadvantage designated groups. They shall report, in succinct quantitative and non- 
quantitative terms, on the systems and elements of systems analyzed, the results of these 
analyses and the conclusions drawn, for each of the four designated groups. 


Program Progress Reports 


Beginning in 1988, Crown corporations shall submit annual progress reports to the President 
of the Treasury Board no later than June 1 through the appropriate Minister. The first progress 
report, to be submitted by June 1, 1988, will assess the approved action plan submitted the previous 
year. Detailed instructions for completion of progress reports will be provided by Treasury Board. 


To minimize duplication, action plans and progress reports shall be submitted as one information 
package. They shall be accompanied by completed tables. 


The Treasury Board will review both the manner in which Employment Equity is implemented 
and the program results. Feedback will be provided to each Crown corporation on individual 
progress, and by means of comparison with aggregated data for all Crown corporations. 


As progress will be assessed according to the following performance criteria, Crown corporations 
shall establish appropriate monitoring mechanisms to ensure that this information is documented: 


e the degree to which numerical objectives for the proportionate representation, distribution 
and participation of designated groups in employment, as established by Crown corporations 
in their action plans, are attained and maintained; 


e the kind of employment systems, policies, procedures and practices adversely affecting the 
participation of designated groups and the extent to which these are identified and neutralized; 


e the type, scope, duration and effectiveness of remedial and special strategies which are 
developed and implemented in Crown corporations for designated groups. 


8. Evaluation and Performance Criteria 


8.1 The continued effectiveness of this policy will be evaluated periodically by the Treasury Board. 


8.2 Crown corporations are expected to conduct their own internal assessment of the implementation 
of Employment Equity, using performance objectives. 
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Part II 


Treasury Board Reference Guide on the 
Implementation of Employment Equity 
in Crown Corporations 


Purpose 


This guide outlines a cohesive framework within which the Employment Equity Program can be 
implemented and monitored in Crown corporations in an effective and efficient manner. It provides 
information on program development, data collection and analysis, methodology, action planning, 
and monitoring. It lists and defines terminology which is commonly used in the area of Employment 
Equity, and provides a recommended schedule for Employment Equity implementation. 


The information provided below is intended as a reference guide only and should not be interpreted 
as a prescriptive formula for implementing Employment Equity. Crown corporations should use their 
own judgement, initiative and discretion to determine which employment systems require analysis 
and which strategies should be implemented to meet their own Employment Equity and organizational 
requirements. 


The information provided also does not preclude the possibility that other initiatives and methodologies 
might be implemented. The Treasury Board will provide assistance to officers in Crown corporations 
responsible for the program at each stage of its implementation, including ongoing consultations and 
briefings, as required. 


Background 


It has been the experience of the federal government in implementing Employment Equity measures 
within the Public Service, that an effective Employment Equity Program includes the following four 
stages: 


First Stage: Program Organization and Administration 
Second Stage: Work Force and Employment Systems Analyses 
Third Stage: Action Planning and Implementation 

Fourth Stage: Monitoring and Evaluation 


First Stage — Program Organization and Administration 


3.1 The establishment of a new program requires sound organizational planning. Roles and 
responsibilities for the Employment Equity Program should be clearly defined and assigned 
to an organization, unit or individual with the necessary authority to make decisions, act on 
them, and be accountable for their consequences. Hand-in-hand with this principle goes the 
allocation of sufficient human, financial and material resources to ensure that assigned objectives 
can be achieved. 


It is suggested that program coordination be delegated to a senior manager or group of managers 
reporting directly to the Chief Executive Officer. Such an organizational structure would accelerate 
clear, direct and timely action and communication of program objectives. However, other 
structures might be more appropriate; this would depend on such factors as the size and location 
of the corporation, whether management or the organization is centralized or decentralized, 
the desired profile for the Employment Equity Program, and the extent of special measures 
required to correct the identified under-utilization of designated groups. 


3.2 Itis important that efficient and effective communication channels be established and maintained 
throughout program implementation. As a preliminary step, the Chief Executive Officer should 
inform all employees of senior management’s commitment to Employment Equity, thereby 
creating a supportive environment for the incorporation of Employment Equity objectives into 
the management process. This message should be transmitted through a policy statement, letter 
or other appropriate means. Additional communication tools could include periodic information 
sessions, newsletters directed to both management and employees, and circulation of action 
plans and progress reports throughout the organization. 


3.3 An organization’s communication strategy should include ongoing consultation at all stages 
of program implementation with individuals and groups having an interest or role to play in 
the program. This would include, among others, designated group representatives, managers, 
personnel specialists, and union representatives. Organizations should consider establishing 
consultative committees comprised of representatives from management, labour and designated 
groups. 


3.4 Employment Equity strategies should be planned in the spring of 1986 to ensure that analyses 
are carried out and action plans implemented in a results-oriented, timely and cost-effective 
manner. This planning should provide a structured approach to identifying designated groups, 
analyzing their employment situation and reviewing options for the correction of identified 
imbalances in their employment participation. As with other plans, this should be reviewed 
periodically and adjusted as required. 


Second Stage — Work Force and Employment Systems Analyses 


The basis for work force and employment systems analyses is information. The scope of these analyses 
and the methodology used for these analyses by Crown corporations will vary depending on an organi- 
zation’s size and mandate, information requirements and availability, and resources. It is important 
to define clearly the intended nature and purpose of this information and how it will be collected 
and analyzed. 


Both quantitative and non-quantitative data should be studied to obtain a complete profile of the 
organization and its complement of designated groups. Information which is collected should be 
monitored on an annual basis to measure progress towards the attainment of objectives. The analytic 
process should be an ongoing and permanent part of the organization’s operational strategy. 


4.1 Work Force Analysis 


The objective of work force analysis in general is to examine the proportionate representation 
of designated groups in the organization and identify areas of under-utilization. Additionally, 
work force analysis examines work force characteristics that contribute to causes of 
under-utilization of each group. 
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4.2 


Work force analysis in the Employment Equity Program gauges the current employment situation 
of all employees, with specific reference to the representation and distribution of designated 
groups in the work force. 


For the purpose of Treasury Board requirements, work force analysis will include quantitative 
data on the representation, distribution, employment status, sex, salary, recruitment, promotion 
and termination of designated groups employed in the organization. Optionally, it may also 
include the collection and analysis of quantitative data such as years of service, age, language 
and mobility of designated groups employed in the organization. Non-quantitative data may 
include, for example, information on designated groups’ education, occupational skills, work 
history, work performance, training and development, career paths, career aspirations, and feeder 
groups. A review of employment history could include consideration of volunteer work as 
legitimate work experience. Treasury Board policy requires Crown corporations to submit a 
summary of the analysis of such non-quantitative data. 


Work force analysis data may be obtained from a wide variety of sources including: personnel 
logs, files, records, reports, questionnaires, and studies. 


The employment situation of designated groups will be summarized and compared with that 
of all employees in the organization to determine if they are under-represented, taking into 
consideration the variables mentioned above. It may also be useful to compare the situation 
of one designated group with that of another in the organization to assess whether they face 
similar or different barriers in employment. 


Once the employment situation of designated groups has been compared to that of non-designated 
groups within an organization, the representation of the former will then be compared to their 
availability within the internal and external work force, the appropriate industrial group, or 
other similar organizations. Variables to consider in determining availability include geographic 
recruitment areas, skills and qualifications required for occupations, and sources of employment. 
Analysis of trends and developments in the employment characteristics and movement of 
designated groups over a period of time may uncover causes of under-representation and barriers 
to equitable employment. Such comparisons provide a valuable indication of the type of 
quantitative and non-quantitative program objectives to be established and progress to be achieved. 


Estimates of the availability of designated groups in the external work force are becoming 
progressively more refined and should help employers to establish more precise and reliable 
objectives for the participation of designated groups in the internal work force. 


Employment Systems Analysis 
Employment systems are all the structures, policies, procedures and practices that exist within 


an organization. 


The objective of employment systems analysis for Employment Equity is to measure and analyze 
the impact of employment systems, policies, practices and procedures on the participation of 
designated groups, and to identify barriers to their equitable employment. Analysis may also 
serve to identify system strengths which may help to attain Employment Equity objectives. 
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The type and extent of analysis depends on the identified needs of an organization, work force 
size and data analysis capabilities. Corporations should determine the scope of their analysis, 
identify employment areas to be examined, select the method of analysis, and then conduct 
their analysis. Information from the analysis of one system may be compared to that of another 
system to determine trends in employment patterns. 


Analysis of the impact of employment systems on designated groups should include consideration 
of classification and compensation; movement in employment (that is, recruitment, promotion, 
lateral transfer, demotion, reclassification and termination); types of employment; the selection 
process (that is, the number of employees applying for positions, considered, interviewed, 
qualified, and ultimately appointed); performance review and employee appraisal process; training 
and career development; succession planning; staff relations; and conditions of employment. 


As with work force analysis, both quantitative and non-quantitative factors should be considered. 
Quantitative data may include review of the participation rates of designated groups in employee 
movement and in the selection process. Non-quantitative data could examine such aspects as 
performance evaluation criteria, misclassification, job requirements, reasons for separation, and 
communication of employment opportunities. 


Information could be obtained from personnel logs, files, records, reports, policies, manuals, 
questionnaires, studies, and strategic, operational, personnel and property management plans. 
Methods of analysis could also include interviews with managers responsible for administering 
employment systems. 


Once employment systems have been analyzed, these findings should be integrated with those 
of the work force analysis to provide a complete profile of the utilization of designated groups, 
the organization’s employment strengths and weaknesses, and sources of disadvantages. Measures 
must be identified to prevent, eliminate or reduce any identified adverse effects of employment 
systems on designated groups. 


5. Third Stage — Action Planning and Implementation 


A comprehensive action plan comprises effective measures to correct imbalances and inequities identified 
during the work force and employment systems analyses, and outlines objectives, activities, timeframes, 
responsibility centres and monitoring mechanisms, for each of the four designated groups. While 
Treasury Board will be providing separate instructions on the actual format and content of the action 
plan, the following represents its major elements: 


sil 
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Current Situation 


Work force and systems analyses will identify issues to be resolved during this action planning 
and implementation stage. These issues must be clearly defined to ensure that quantitative and 
non-quantitative objectives will address situations they are intended to resolve. 


Quantitative and Non-Quantitative Objectives 


Quantitative and non-quantitative objectives relate specifically to the issues already identified 
during the analyses of the current situation. Depending on the nature of these issues, objectives 
may be established on the basis of occupational categories, jobs within an occupational category, 
geographic area, and industrial group, as appropriate. Additionally, objectives may relate to 
issues identified with corporate systems, practices, policies, and procedures. 
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5.4 


These objectives should provide a goal towards which to strive, and by which progress in the 
employment of designated groups may be measured. 


Factors to be considered in setting objectives should include projected staff turnover, redeployment 
and work force adjustment, recruitment, training and development, technology, organizational 
climate, the internal and external work force availability of designated groups, and the nature 
and severity of imbalances in representation. 


Objectives will vary depending upon the issues to be resolved. Recruitment objectives, for example, 
would be applicable to those designated groups with a poor overall representation at all levels 
of the organization. Career development and promotion objectives would be suitable in the 
case of disproportionate representation of designated groups at lower levels of the organization. 


Activities Undertaken to Attain Objectives 


Activities should relate directly to their quantitative and non-quantitative objectives and outline 
the specific tasks that should be undertaken to achieve these objectives. Related activities may 
include alternative approaches to recruitment, training and development, or other employment 
processes, and active consultation with designated group associations. They may be applicable 
to a particular geographic area, industrial group or the entire organization. 


Responsibility Centres and Timeframes 


In order that activities be well-managed and timely, responsibility for the implementation of 
individual tasks should be formally assigned to a specific person or persons who will be 
accountable for their attainment. Employment Equity objectives should be considered progres- 
sively at each planning level along with operational and other human resources management 
objectives, with the roles and responsibilities of managers clearly defined. In this way, a direct 
line of accountability for Employment Equity Program delivery will be established throughout 
the management hierarchy, including the Chief Executive Officer. 


Deadlines and timeframes should accompany each planned activity in order that the effectiveness 
of tasks and schedules be assessed, reviewed periodically, and adjusted if required. 


For ease of reporting, the action plan format to be designed by Treasury Board will combine the above 
elements, data reporting requirements, and an annual progress report as required by policy. 


Fourth Stage — Monitoring and Evaluation 


6.1 


6.2 


“Monitoring” refers to the assessment of progress in attaining program objectives, analysis of 
the effectiveness of activities in redressing imbalances in representation, and identification of 
objectives or activities requiring adjustment. 


It also includes the ongoing review of work force and employment systems in general to identify 
additional measures that have been overlooked originally, and to determine whether the 


implementation of action plans has neutralized the adverse impact of systems, as intended. 


Annual progress reports facilitate monitoring and include results achieved in the implementation 
of action plans, explanation of variances and recommended strategies for future action plans. 
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6.3 


6.4 


“Evaluation” refers to the measurement of whether program objectives set out in the action 
plan resolved identified issues in an efficient and effective manner. Evaluation criteria should 
be drawn up as part of the action planning process and approved by the senior managerial 
committee or equivalent. Evaluation should also be undertaken at this level. 


Regular progress reports should be circulated within the organization to heighten program 
visibility, promote managerial commitment and accountability, and activate the interest and 
support of all employees. 


Definitions 


The following definitions are supplemental to those presented in Part I. They are not all-inclusive; 
additional definitions will be provided through training consultations and appendices provided with 
the data reporting requirements. 


led 
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7.3 


7.4 


Availability Analysis — analysis of the numbers of appropriately skilled designated group 
members in the external and internal work force to determine the proportion of potentially 
qualified designated group members for identified occupations. 


Employee — any person drawing pay for services rendered, or for paid absence, and for whom 
the employer is required to complete a Revenue Canada T4 Supplementary or T-4A 
Supplementary Form in the reference calendar year. 


e Permanent Full-time Employee 


— employee who ordinarily works the standard number of hours prescribed for the 
appropriate occupational group in the organization and whose tenure of employment 
is indeterminate and without any predetermined termination date. Employees considered 
permanent or regular employees are included in this category. 


e Permanent Part-time Employee 


— employee who ordinarily works fewer than the standard number of hours per pay period 
prescribed for the appropriate occupational group in the organization and whose tenure 
of employment is indeterminate and without any predetermined termination date. 


e Temporary Employee (includes term and seasonal employees) 


— employee whose expected duration of employment is fixed by the employer at the time 
of recruitment. The tenure of employment is for a specified period or periods of time 
which amount(s) to three months or more of employment with the employer during the 
calendar year. For reporting purposes, excluded from this category are: summer students, 
casual employees (those who work for less than three months), those on contract and 
agency personnel. 


Internal Work Force — corporation’s work force; the total population of employees within the 
organization. 


External Work Force — collective group of individuals, both employed outside the corporation’s 
internal work force and those seeking employment, who are qualified to fill an occupational 
position. “External work force” may refer to work force availability nationally, regionally, locally 
or by industrial group. 
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Imbalances in Representation Levels — where the representation of the internal work force of 
designated groups is less than the proportional representation of non-designated groups in either 
the internal or external work force. 


Lateral Transfer — occurs when there is a change in duties which moves the employee to an 
equivalent position in the organization’s hierarchy, without an accompanying change in salary. 


Neutral Employment Systems — employment systems which do not have an adverse effect on 
employees or particular groups of employees. 


Occupational Categories — groups of homogenous occupations with similar qualifications and 
skills required to perform duties of specific positions. 


Promotion — occurs when an employee is permanently moved from one job to another job 
which has a higher status within the organization and a higher salary rate or range than the 
one previously held during the calendar year. (A reclassification may be considered a promotion 
if there has been a change in duties and responsibilities from those upon which the job was 
originally classified; in addition, to be included as a promotion, the reclassification must meet 
the criteria set out in the definition of promotion.) 


Recruitment — occurs when a person is placed on the employer’s payroll; hiring. 

Salary — total regular payments (i.e. paid each pay period) made to employees for work or 
services performed, or paid absence, before deductions for Canada or Quebec Pension Plan, 
income tax, unemployment insurance, et cetera). 


Salary Distribution — division of salary dollars into defined segments; salary ranges. 


Special Measures — defined actions set down by an employer to meet the goals and timetables 
of an Employment Equity plan. There are two types of special measures, remedial and support. 


Remedial measures are actions taken for a pre-determined length of time to redress the results 
of employment disadvantages experienced by designated groups only. 


Support measures are permanent changes on employment systems which do not have any 
adverse effect on employees and which apply to all employees. 


Termination — occurs when an employee ceases to be on the employer’s payroll. This does not 
include temporary lay-offs, sick leave or strike time. 


Under-Representation — means having fewer members of a designated group in a job category, 
group, level or type than would be reasonably expected. 


Under-Utilization — refers to the degree to which designated group members are in a job category, 
group, level or type which is not making use of their qualifications and skills. 


Utilization Analysis — examination of the representation and distribution of designated groups 


within the organization in comparison to their availability in the external work force. It is 
performed once the representational profile of designated groups in the organization has been 
established, and designated group availability determined. 
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Employment Equity Planning and Recommended Timeframes 


Employment Equity overall planning can vary greatly, according to the objectives of the organization, 
its size, the resources allocated to Employment Equity, and the present status of the organization 
regarding the employment of designated groups. The following chart outlines the four stages of program 
implementation set out in this guide with suggested timeframes for their completion. 


First Stage — Program Organization and Administration 


Activity Timeframe 


Commitment to Employment Equity is | (April — May 1986) 
made within the organization. 


Roles and responsibilities are defined, and then (April — May 1986) 
assigned by the Chief Executive Officer to 
appropriate responsible officer(s). 


Human, financial, and material resources are (April — May 1986) 
allocated and the organizational structure 
established. 


Second Stage — Work Force and Employment Systems Analyses 


Activity Timeframe 


Internal and external work force data (May — October 1986) 
are collected and analysed. 


Self-identification questionnaire is designed, (May — August 1986) 
distributed, collected and results analysed 


Utilization of designated groups within the (July — November 1986) 
organization is analysed, issues identified and 
clearly defined. 


Employment systems are reviewed for their (May — November 1986) 
impact on designated groups issues identified 
and clearly defined. 


Preparation for collection of snapshot data on (May — December 1986) 
work force (December 31, 1986). 


Snapshot data (December 31, 1986) are (January 1987) 
collected, analysed, and recorded on Treasury 


Board forms. 


Identification and definition of issues based on (January — February 1987) 
snapshot data. 
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Third Stage — Action Planning and Implementation 


Activity 


Special measures and goals are developed to 
correct imbalances and inequities. 


Special measures and goals are incorporated 
into comprehensive action plan for calendar 
year 1988 in accordance with Treasury Board 
policy and standard reporting format, and put 
forward for approval of senior management. 


Action plan for calendar year 1988 is submitted 
on or before June 1, 1987 for evaluation by, 
and approval of, Treasury Board. 


Revisions to action plans by Crown 
corporations as necessary, in accordance with 
the decision of Treasury Board Ministers. 


Timeframe 


(October 1986 — February 1987) 


(March — April 1987) 


(May 1987) 


(September — December 1987) 


The above process will be repeated, as applicable, with the inclusion of the monitoring and evaluation 
stage. It should be noted that the second year action plan to be submitted on or before June 1, 1988 
will include a progress report on the previous submission to Treasury Board. 


References 


Report of the Abella Commission on Equality in Employment, Judge Rosalie Silberman Abella, 
Commissioner, October 1984, Canadian Government Publishing Centre, Supply and Services Canada. 


Research Studies of the Abella Commission on Equality in Employment, Judge Rosalie Silberman 
Abella, Commissioner, April 1985, Canadian Government Publishing Centre, Supply and Services 


Canada. 


Enquiries and Assistance 


Enquiries regarding this policy should be directed to: 


Director, 

Employment Equity — Crown Corporations, 
Human Resources Division, 

Personnel Policy Branch, 

Treasury Board Secretariat, 

Ottawa, Ontario. 
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